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HOW TO ADD A SPOTLIGHTER TO YOUR 
PIVOT 

 
• The spotlighter function allows you to make certain criteria more visible.  For 

example, all expenses over $1,000.  In this example, any dollar amount over 
$1,000 would be highlighted in orange and bolded.   

• You can have more then one spotlighter function on but they can not overlap one 
another in the same data criteria. 

• You can only use this function in the pivot section. 
 
Step 1: 
 

 
 

1. First create a pivot that contains something in the facts section.  Remember the 
only items that you can spotlight are items in the fact section.   

 
 
 
 
 
 
 

This is the facts section, only 
items that can be calculated 
belong in this section. 



6/5/2006 

 Page 2 of 4 
 

Step 2: 
 

 
 

2. To add a spotlighter, highlight the columns you are interested in having the 
spotlighter active in.  To get more then one column, use the shift key and <click> 
on the other column.   Then <click> on Format and then on Spotlighter. 

 
 
Step 3: 
 

 
 

3. In this example, the Operator is the greater then sign.  If you <click> the down 
arrow you can see all your choices.  In the Value you <type> in whatever you 
want to see, in this example it is 1,000, because you want to see everything 
greater then a thousand.  

  
 

Highlight the columns you 
want to spotlight, in this 
example, Undelivered Orders 
and Expended Items are 
highlighted. 

<Click> on Format and then 
Spotlighter. 

The Down arrow on the operator. 

The value is 
where you type in 
the number your 
want to see.   
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Step 4: 
 

 
 
 
 
 

4. Once you have placed your operator and value, you need to choose what the items 
will look like.  In this example the items will be bolded, underlined, background 
yellow and letters orange if the amount is greater then 1,000.  Be careful with 
certain colors they don’t all work well on Black and White printers. 

 
 
Step 5: 
 

 
 

5. Once you have decided on your styles <click> the green check mark.  This will 
place the information into the right hand box. 

 
 
Step 6: 
 

 
 

6. <Click> the X in the right hand corner to see your data and close the spotlighter 
box. 

 
 
 

You can choose 
Bold, Italicized 
 and/or 
Underlined by 
clicking on these 
three boxes.   

This is the Fill Color box which 
is the background color. 

This is the Text Color box.

<Click> the 
green check 
mark when 
you are done. 

<Click> the 
“X “to close 
the 
spotlighter 

Once you have 
<clicked> on the 
green check mark, 
you can see the 
sample in this 
box. 
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Step 7: 
 

 
 

7. The pivot is now highlighting any number that is greater then 1000.   
 
Step 8: 
 

 
 

8. To remove a spotlighter, go back into spotlight and <click> on the number in the 
right hand section and <hit> the Delete key on your keyboard.  If you want to 
modify the item you will need to delete the one that is incorrect and redo it from 
Step 1. 

 
 

<Click> on the 
number you want 
to remove and hit 
the delete key. 

These are the 
highlighted, 
underlined 
numbers. 


